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MEMIBANDUM ¥ UR: Emecutive Dirsciosr-Comptralier

SUBIECT : Review of CIA Message Procedures

i, This mermorandurn sabmits s recommendatim fur your approval;
thie wooomeendation is contained in puragrsph 7.

2. is requested in your aewsrandum of 2 March 1966, a Swady
Group was ¢onvened for the purpsse of reviewing pracedures for pro-
cassing CIA messages. Representatives of esch Directorate participaied
tn the study, and our conclusions are presented in the attached pspers.

3. The Study Group coafincd itseld ¢ {8} reviewing procedures
used ampong the Diregtorates fo7 nembering and ideaiifying Agency messages
asd (L) exarsining methods for showing transmitilag and/or receiving timea
on mezexges. Come of the changes recormmended by the itudy Greup can
be aecomplizhed immediately, others will reguize » period of wonthe, Soth
the Cable Secretariatl and the Zignal Center are currently considerzing the
ase of aotamatic pracessing eqaipmen?, and if sach equipment should be
used, etiil furiher improvement in formatiag and positizaiag of essenlial
dats could be raade.

4%, The Group examined the resont systom of sesigning reference
numbers to messsges, and concloded that it is aseful and zhoald be coatinued.
The variety of forme, abbreviatioag, and farmats that have besn used mads
tdentification »f the refarence samber difficull. As shoon in Attachment I,
the Grouwp bas jaken action in eliminate thie difficaity by adopting a standard
forem for all Agemcy mesaages. The sew procedures will insure that the
ideniifring elements are alwayz in the aamwe position on the form.

%, The Group studied the feasibility of showing times of transraission
snd/ o7 veceipgh oo messages, I was asted that all CIA messnges do show in the
firet Hine of text the time the origingtor flled the messege with the Communi-
cations Center, This time is veluabls in thut it provides every addrezsee with
the date and rioe the mesecage was released for transomdssion. 2 detailed siady
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of the problem indicates that a typical message is processed in many
Communications Centers and registries during its journey, and the
precise time it was logged at any one step of the process is not mean-
ingful, and can be misleading. There are from 4, 000 to 5, 000 messages
processed in and out of CIA Headquarters each day and to attempt to add
times on every copy of every message would be very costly in terms of
manpower, and would actually slow up the proceasing of messages. To
report to originators the times their messages are delivered to every
addressee would flood our communicetions system with service messages,
¥or these reasons it was concluded that we should not show processing
times on every message. Messages are clocked at many steps in their
Journey and, when requested, the time the message was processed at each
point can be ascertained.

&. The Group also reviewed the processing of non~CIA messages.
Messagss from other departments and agencies are formated by the origi-
aating office, look different from our messages, and for the most part,
cannot be changed in CIA. CODIB is the USIB Committee concerned with
document processing in general, including such header control as number
and identification from the inter-agency standpoint. Possibly some stand-
ardization in message numbering and formating could be effected through it.

7. Attached is a proposed notice which advises Headquarters and
Field personnel of the changes being made. It provides them with specific
guidance for preparing outgoing meseages and identifying incoming messages.
It is recommended that you approve the substance of the proposed Notice and
that it be issued in the Agency regulatory system. The Director of Communi-
cations is prepared to arrange briefings for individuale interested in the
handling of CIA messages.

| | 25X1A
Director of Communi‘cationa
Atta:
Attt 1. Notices
Att 2, Samples of Messages
1 APR 1988

The recommendation in paragraph 7 is approved

Date

/s/ L. K. Wnite
-‘ Executive Director-Comptroller
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